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Lighting Installation - Office Assistant
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: Operations Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
The Office Assistant in the Lighting Installation industry plays a crucial role in ensuring smooth administrative operations. This position is responsible for handling customer interactions, invoicing, and maintaining accurate records, directly impacting customer satisfaction and operational efficiency. The role supports the company’s mission by ensuring all administrative tasks are completed promptly and accurately.
2. Essential Duties and Responsibilities
1. Manage customer check-ins to ensure a welcoming and organized experience.
1. Process and track invoices using industry-standard software to maintain accurate financial records.
1. Answer and direct phone calls to the appropriate department to ensure efficient communication.
1. Maintain and update customer records in the CRM system to enhance customer service.
1. Coordinate with the installation team to schedule appointments and follow-ups.
1. Assist with inventory management to ensure necessary supplies are available.
1. Utilize software tools such as QuickBooks and ServiceTitan to streamline operations.
1. Support the Operations Manager with administrative tasks as needed.
3. Key Tasks / Daily Activities
1. Greet and check in customers and visitors promptly each day.
1. Review and process daily invoices to ensure timely billing.
1. Handle incoming calls and emails, providing information or redirecting as necessary.
1. Update CRM with new customer information and service notes daily.
1. Schedule and confirm appointments with customers and the installation team.
1. Conduct daily inventory checks to ensure adequate stock levels.
1. Prepare and distribute daily reports on administrative activities to the Operations Manager.
4. Key Performance Indicators (KPIs)
1. Customer satisfaction score (CSAT) ≥ 4.8/5.0.
1. Invoicing accuracy rate ≥ 98%.
1. Call handling efficiency: average call response time ≤ 30 seconds.
1. Record update accuracy ≥ 99%.
1. 30/60/90-day ramp expectations: Achieve 90% of target KPIs by day 90.
5. Required Qualifications and Skills
1. High school diploma or equivalent; associate degree preferred.
1. Proficiency in Microsoft Office Suite and CRM software.
1. Strong organizational and multitasking skills.
1. Excellent communication skills, both verbal and written.
1. Familiarity with QuickBooks or similar accounting software.
6. Preferred Experience
1. Previous experience in an administrative role within the home services industry.
1. Experience with ServiceTitan or similar service management software.
1. Customer service experience in a fast-paced environment.
1. Basic knowledge of lighting installation processes.
7. Physical Requirements
1. Ability to lift up to 20 pounds occasionally.
1. Primarily office-based with minimal travel required.
1. Comfortable working in a standard office environment.
8. Work Environment and Schedule
1. Typical work hours are Monday to Friday, 8:00 AM to 5:00 PM.
1. Occasional evening or weekend hours may be required during peak seasons.
1. No on-call duties are expected for this role.
9. Compensation and Benefits
1. Hourly wage ranging from $15 to $20, based on experience.
1. Performance bonuses available, contingent on achieving KPIs with quality safeguards.
1. Benefits include health insurance, paid time off, and retirement plan options.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we pride ourselves on a culture of accountability, craftsmanship, and customer delight. We are committed to safety, quality, and continuous growth. Join our team and contribute to a company where your dedication and skills are valued and rewarded.
11. How to Apply
If you meet the above criteria and want to be part of a growth-oriented company focused on customer satisfaction, please send your resume to [INSERT EMAIL HERE] or apply online at [INSERT WEBSITE LINK HERE].
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